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EXECUTIVE OFFICE

MINORITY AFFAIRS COMMISSION

AGENCY

DIVISION

I'TEM

DESCRIPTION

RETENTION

THIS SCHEDULE SUPERCEEDES SCHEDULE C-573

ENERAL CORRESPONDENCE

Subject arrangement of original incoming
letters, copies of outgoing letters,
memoranda, studies, reports, directives,
rolicies and other materials related to the

administration of the agency.

UNOFFICIAL PERSONNEL FILES

Files contain information on current
employees. Files may contain but are not
limited to copies of applications, annual
reviews, reprimands and disciplinary
actions, awards, doctor slips, accident
reports, resumes, etc.

LEAVE AND TIME SHEETS

This file contains office copies of
employees annual leave and daily time
recordinas,

Screen annually and
destroy that
material no longer
needed for current
business.

Directives, policies
and other material
related to the
planning and policy
that illustrate the
development of the
agency, retain
permanently for
eventual transfer to
the Archives.

Screen annually and
destroy that
material no longer
needed for current
reference. Retain
remaining items for
two (2) years after
termination, then
destroy.

Retain for one (1)
vear, then destroy.
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RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

SCHEDULE ND.
C-712

PAGE ND.
2 of 2

DESCRIPTION

RETENTION

4. BUDGET RECORDS

Annual Budget Submissions
Monthly Budget printouts
Workpapers

5. GENERAL ACCOUNTING RECORDS

Files contain office copies of:

Goods Received Memoranda, billing invoices,
expense/travel reports, requisitions, petty
cash vouchers, mileage reports, direct
payment forms, paid bills, ticket books,
purchase orders, deposit slips, receipt
books, etc.

6. SPECIAL ACCOUNTING RECORDS
Audit REports (Internal or external,
' financial or program).

7. FIXED ASSETS FILE

Fixed asset printouts (including vehicles)
IRA forms (office copy)

Lost/stolen forms (office copy)

surplus forms (office copy)

Transfer forms (office copy)

8. PUBLICATION HISTORY FILE
This file contains one (1) copy of each
pulbication produced by the agency.

9. CASE FILES

These files are arranged alphabetically by
project/event name. They contain but are
not limited to all relted correspondence,
notes, plans, etc. related to each Minority
Community proiject, program, or event.

@

- ,,e‘mgfé;;‘;;.'a}:'?ﬁo;vl'onger
‘‘needed ‘for current

Retain annual
submissions for five
(5) years, then
destroy. Retain al
other papers for two
(2) years, then
destroy.

Retain for three (3)
vears, then destroy.

Retain one (1) copy
permanently for

eventual transfer tg
the State Archives.

Retain fixed asset
printout for one (1)
year, then destroy.
Retain all other
completed forms for
three (3) vears,
then destroy.

Retain permanently
for eventual
transfer to the
State Archives.

Screen annually and
destroy. that,

business. l
Directives, policie
and other material
related to the
planning and. policy
that illustrate the
development of the
agency, retain
permanently for
eventual transfer Ei

RM 1A (REV. 1/86)
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[lS[RUCTlag -TYPE OR PRINT A
SEFARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
{pGS ss50-1)

DEFARTMENT OF GENERAL €ERVICES
RECORDS MANACEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVI: .‘H{Jl\r

PAGE _] oF _9

1. DEFARTMENT /AGENCY

EXECUTIVE OFFICE

2. plvision

MINORITY AFFAIRS COMMISSION .

3. WNIT

CEFINITION-RECORD SERIES-

A GROUPFP OF RELATED RECORDA NORMALLY FILED
REFERENCE AS RELL AB RETENTION AND DIBFrOS

AND USED AB A UNIT POR
1TION PURFQIER

4. RECORD SERIES TITLE

Administrative and General Correspondence

EARLIEST YEAR/LATEST
TO

3. TEAT

6. RECORD SERIES DESCRIPTION {

tubject arrangement of original letters, copies of outgoing letters, memoranda,
directives, policies and other materials related to the

reporis,
agency.

BRINFLY DESCRIDE THE TYYPES OF INF‘ORMATION/DOCUHENTS/FOHNB yoetee
‘N THE SERIES.

TNCLUDE THE PFURPOSE OR FUNCTION OF

THE Sri~tre )

studies,

administration of the

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
W/LETTER S1ZE O MICROFILM ALPHABET 1CAL & FILE DRAWER(S)
. ) O MICROFILM REZL{ )
O LEGAL 5I1zZE' U COMFUTER TAPE 0 NUMERICAL ’z O COMPUTER TAFE({S)
NUMBE
' O BoUND BOOK O FLOPPY DISK O CHRONOLOGICAL O OTHER(SPECIFT)
0O AuplOo TAPE DO VIDEO TAPE 0 GEOGRAPHICAL T
10. AMNUAL ACCUMULAT ICH
0 OTHER(SPECIFY) OTHER(SPECIFY) FILE DRAWER(S)
;§w42¢i7 O MICROFILM REEZL(S)
g pﬁnﬁgﬁ'ﬂ COMPUTER TAFt ! 3)
_ O_oxrER({SPECHIE Y
‘1.
FILE IS USED '2. FILE BECOMES INACTIVE AFTER
O paiLYy O wWEEKLY O MONTHLY NUNEER O vonTH{S ) O YEAR(S)
13, CURRENT LOCATION(S) {BLDG.,FLOOR,RROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERS?
’ '.’IP \'ES B8PrECIryY JOENCY OR OFP!C!")
O vyes D NO
15. ACCESS RESTRICTIONS ag yes g no 16. AUDIT REQUIREMENTS
{1r ven, ciTe LAw(8) & rREcULATION|S®)

O NONE O sTATE

O reEpERAL. O nimepPeENRErT

0O vyes O NO

IS AN INDEX SYSTEM USED? {1r yes.E>PLAIN
BLIEFLY AND DESCRIBE ANY HANONARE/ SOorrwaAre )

longer needed

Fre
RECCMMENDED { RETEFTIGN, "
Screen annually ané%@@gqréxftr‘kﬁ ater,

policies and other material related to the
planning and pollcy that :ldustrate the
development of’the agency, retain perTnnentI\
for eventual tfansfer to the Archives!

=2

')
ial no

;or current business. 1ro(L|vn-

!
. X 3v by g 3VAYD Y A6 T A

MAME AND TITLE OF PREPAKER

Nikki Roros

20. TELEFHCNE MNUMEER

887-5557

A A NP 23 © s e s

21. DATE

4-22-93

Deir 359-4 [REVIZIZT 2/17)




Instructions TYPE OR PRINT A DEPARTNENT OF GENERAL SERVICES

AGBNCY  RRCORDS  INVENTORY
SEPARATE FORK POR BACH NEW OR RECORDS NARAGEMERT DIVISION

WITH RECORDS RETENTION SCHEDULB .0, BOX 275

PAGE o OF o
JBSSUP, MARTLAND 20794

I
I
I
REVISED RECORDS SERIES. PORWARD I 7275 WATERLOO ROAD
|
|
I
I

1. DEPARTMERT/AGENCY 2. DIVISION
EXECUTIVE OFFICE I MINORITY AFFAIRS COMMISSION

1. UNIT

DEFINITION - RECORD SERIES A group of related records normally filed and uced as & unit for reference as well as
retention and disposition purposes
|

{. RECORDS SERIES TITLE | 5 EARLIBST YBAR/LATEST YEAR

UNOFFICIAL PERSONNEL FILES : N9 1 Phegert

§. RBCORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

| !
7. RBCORDS SERIES FORMAT(S) | 8. RECORDS -SERIES SEQUENCE | 9. VOLUME
(¢ CETTER S128 (| MICROPILK I (- KLPHABRTICAL 1 LI/EILE DRAWER(S)
| I |} KICROFILN RBEL(S)
[] LBGAL SIZR || COMPUTER TAPE | [] NUNBRICAL I Z [} COMPUTER TAPE(S)
' | | NUMBER  [] OTHER{SPECIFY)
{] BOUND BOOK |} PLOPPY DISK | {] CHRONOLOGICAL |
I | 10. VOLUNR
[} AUDIO TAPE (] VIDBO TAPE I (] GBOGRAPHICAL | [4-FILE DRAWER{S)
| : | (] MICROFILN REBL ()
| ] OTHBR (SPECIFY) | {) OTHER (SPBCIFY) | {1 CONPUTER TAPE(S)
| I BER || OTHER{SPBCIFY)
I I

11.FILE IS USED

12. PILE BECONES INACTIVE APTER
[] DALLY (] WBBKLY Y NORTHLY

(] NORTH(S)  WTBAR(S)

13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROON) 14, 15 RECORDS SERIES DUPLICATED BLSEWHRRE?

|

|

|

| NUNMBER
I

I

| (' 1ES [] KO ({If Yes, Specify Agemcy or Office)
| .

|

15. ACCESS RESTRICTIONS b}’fls (] N | 16, AUDIT REQUIRENENTS .
(1F yes, cite law{g) & requlation(s) _ | lq’honx ] STATR [] PBDERAL [| INDEPENDENT

18. RECONMENDED RETENTION . = . .. .
Screen annually and destroy that material

17, IS AN INDBX SYSTEM USED? {If yes, explain briefly and
describe any hardware/goftware)

I
I
I
(1188 N ¥o | no longer needed for current reference.

| Retain remaining items for two yeéars afrer

. 'I termination, then destroy

, I | |

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUNBER . | 21. DATE
Nikki Roros : -887-5557 l 4-22-93 _

DGS 550-4(REVISED 2/87)




" 1Instructions TYPR OR PRIKT A
SEPARATE PORM FOR BACH KEW OR

WITH RECORDS RETEKTION SCHEDULE -

DEPARTNERT OF GEWBRAL SERVICES
RECORDS MANAGENENT DIVISION

7275 WATERLOD ROAD
P.0. BOX 275
JBSSUP, MARTLAND 20794

AGENCY  RECORDS  IKVENTORY

PAGE3 OF 9

|
!
I
REVISED RECORDS SERIES. PORWARD :
I
I
|

1. DEPARTMENT/AGENCY

1. DIVISION

3. UNIT

EXECUTIVE QFFICE |MINORITY AFFAIRS COMMISSION

DEFINITION - RECORD SERIRS A group of related records normally filed and used as a unit for reference as well as
retention ang disposition purposes

LEAVE AND TIME SHEETS (988 | _Prsact

I

4. RECORDS SERIBS TITLE | 5 BARLIRST YEBAR/LATEST YEAR
I
|

§. RECORDS SERIRS DESCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

7. RECORDS SERIBS FORMAT(S)
LETTER SIZ8 () MICROFILK

{] LBGAL SIZB [] COMPUTER TAPE
[) BOUND BOOK |] FLOPPY DISK
(] AUDIO TAPE ] VIDBO TAPE

|} OTHER (SPECIFY)

8. RECORDS SERIES SBQUENCE
(| ALPHABETICAL

9. VOLUNE
LY PILE DRAWER(S)

(] NICROFILM REEL(S)

{] RUKERICAL / ] CONPUTER TAPB(S)

II/E;IonoLocchL

{] GEOGRAPHICAL

10. VOLUNR
[ 71LR DRANER(S)
[] NICROFILN REBL (5)
(1 OTHER (SPRCIFY)

‘ (] CONPUTER TAPE(S)
WONGER (| OTHER(SPRCIFY)
! |

I
I
I
|
| NUMBER ] OTHER(SPECIFY)
|
I
I
I
|
I

11.FILE 15 USED

{1 DAILY (] WBBRLY

| 12, PILB BBCOMBS INACTIVE AFTER
{| NORTH(S)

b4/§0NTHLY

(| YBAR(S)
NUNBER

13. CURRERT LOCATION(S) (BLDG.,FLOOR,ROOK)

14. 15 BRCORDS SERIES DUPLICATRD ELSEWHERE?
W8S [) RO (If Yes, Specify Agency or Office)

eE¥>/5ua/u/£c,?//622bA7”u¢€2'; /CQLA°47““/*1J2’

15. ACCESS RESTAICTIONS  K/¥BS [] MO

{1f yes, cite law(s) & requlation(s)

16. AUDIT REQUIREMENTS _
[} ROKB [] STATE [] PEDERAL (] INDBPENDENT

17. 15 AN INDRX SYSTRM USBD? (If yes, explain briefly and

describe any hardware/software)
[] 188 1o

18, RECOMMENDED RETENTION
Retain for one year, then destroy.

—— s, — e, P e,
3

9. NAME AND TITLE OF PRRPARER

Nikki Roros

DGS S50-4(RBVISED 2/87)

, | :
| 20. TELEPHONE NUNBER - | 2. pem L
|
l

| 887-5557




| — | -
Instructions TYPR OR PRIRT A | DEPARTNSRT 0F GRNBRAL SEAVICAS | AGERCY  RECORDS  INVERTORY
SEPARATE FORN POR BACH R8N OR 1 RECORDS MARAGENRRT DIVISION |
REVISED RECORDS SERIRS. PORWARD | 7275 WATRRLOO ROAD |
L+ RECORDS RETERTION SCHEDULA | P.0. BOX 275 | PAGRZ 0F 9
‘ _ | JRSSUP, WARTLARD 20794 |
- | |
' DEPARTHENT/AGENCY | 2. DIVISION | 3. URIT
EXECUTIVE OFFICE =MINORITY AFFAIRS COMMISSION :

DEFINITION - RECORD SERIRS A group of telated records normally filed and used 4s & unit for reference as wvell as
retention and disposition purposes
|

§. RECORDS SERIRS TITLE | 5 BARLIRST YEAR/LATEST TEAR
BUNDGET RECORDS | lﬁxﬁi—/

6. RBCORDS SERIES DBSCRIPTION [Briefly descride the types of information/docusents/forms found in the series,
Inclode the purpose or function of the series)

Annual Biddget Sudmissions

2thly Rudget printouts
Workpapers

l [
7. RECORDS SERIBS FORMAT(S) [ 8. RECORDS SERIRS SEQUENCE | 9. voLomg
[1 LETTER SI28 [ NICROPILN [ [} ALPRABRTICAL | [4FILE DRAWER(S)
| | [} WICROFILN REEL(S)
. W/U8GAL S1Z8  [] CONPUTAR TAPR | [] RUNBRICAL I i (] CONPUTRR TAPR(S)
| | "WUNBER |) OTHER(SPRCIFY)
(1 BOUKD BOOK  {] PLOPPY DISK | [} CHROROLOGICAL |
, | | 10. VOLUNE
(1 AuDTO TAPR (] VIDRO TAPR [ (1 GBOGRAPHICAL [ &J/fiix DRAWER(S)
[ [ [) WICROFILN RESL (S)
|} OTHER (SPRCIPY) I [)-OrHeR (sercirn) | [| CONPUTER TAPE(S)
[ F | THUNBER  {] OTHBR(SPBCIPY)
I | l
11.FILE 1S USED | 12. PILR BECOMBS INACTIVE AFTER
[] DATLY [} WBBKLY b NoRhLY | |} NONTR(S) lq’/}An(s;
[ NONBER
: l
1. CURRENT LOCATION(S) {BLDG. ,PLOOR, ROOK) _ | M. IS BRCORDS SERIRS DUPLICATSD BLSEWHRRE?
| M'1Rs (| Ho (1t ves, Specify Agency or 0fflice)
,' Wﬂm
15. ACCESS RESTRICTIONS [} 12 4o | 16, AUDIT RRQUIRBNENTS
(1f yes, clte 1an(s) & requlation{s) | Ly AoRs (] stats () PKDRRAL 7|| IRDRPRADRRT -

.r . ,a _' T,

17. 1S AN INDRY SYSTEN USED? (It ges, explain briefly and
describe any hardware/software)

([ 115 I | [i]
|

18, ARCONNENDRD RRTRNTION
Retain annual submissions for five years,

then, destroy. Retain all other papers
for two years, then destroy

-

Ve Trvl .,

ol

5. KAXE AND TITLS OF PREPARER | 20. TBLEPHONE NUNBER -
|

Nikki Roros [ 887-5557

21, DATS
4-22-93




“structions TYPR OR PRINT A

DEPARTKENT OF GENBRAL SBRVICES AGERCT  RECORDS  INVENTORY
SEFARATE FORK POR BACH WBW OR RBCORDS NARAGENERT DIVISION

REVISED RECORDS SERIES. FORVARD 7275 WATERLOO ROAD

4ITH RECORDS RETENTION SCRBDULE P.0: BOR 275 9

JBSSUP, MARTLARD 20794

‘ . DEPARTKENT/AGENCY

EXECUTIVE OQFFICE

|

2. DIVISION

MINORTITY AFFAIRS COMMISSION

1. URIT

l
I
I
l
| PAGE 5 OF
l
I
|
l
l

PEFINTTION

- RECORD SERIBS A qroup of related records normally filed and uced as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIBS TITLE | § BARLIEST TEAR/LATEST VEAR
CENERATL, ACCOUNTING RECORDS :

%. RECORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/forss found in the series.
Include the purpose or function of the series)

-

Files contain office copies of:
Goads received memoranda,hilling inveoices, expense/travel reports,
cash vouchers, mileapge reports, direct payment forms, paid bills,

orders, deposit slips, receipt books, etc.

requisitions, petty
ticket books, purchase

7. RECQRDS SERIBS FORNAT(S)

{
8. RBCORDS SERIRS SRQURNCE | 9. voLUNg
: PARTTER S128 || RICROPILN , 1 ALPRABETICAL | L} -FILE DRAWBR{S)
- : | |} MICROFILH RRBL(S)
|} LBGAL STT8 || COKPUTER TAPR [ ] RUNRRICAL | | COMPUTRR TAPR(S)

Nﬂlglk

10. VOLUNE

i} FILE DRAWER(S)
ﬂxasn

[} NICROFILN REBL (5)
[] CONPUTER TAPR(S)
12. FILE BECONES INACTIVE AFTRR
| ] HORTR(S)

|| OTRER{SPECIFY)

|} SOUND BOOK  {] PLOPPY DIsK {) CHROWOLOGICAL

[} AUDIO TAPE |] VIDEO TAPE |1 GBOGRAPRICAL

|| OTHER (SPBCIFY) {1 OTHER (SPECIFY)

{| OTHBR{SPRCIFY)

kf/;;hk(sl

BCORDS SRRIRS DUPLICATRD BLSEWHRRE?
188 (| RO {If Tes, Specify Agency or Offfce)

c*?‘Az?ucaqu:c4////;1/t4/>¢9€12r (;Q1(49434904‘92,97L¢>76222;)

16. AUDIT R!QUIR!HSNTS

L1.FILE 1S USED
{1 DAILY

lﬂ/ﬁﬂﬂTHLY

[] WRBKLY
HUXBER

13. CURRENT LOCATION|S) (BLDG.,FLOOR,ROON)

————————ﬂ

Wi
s MK

15. ACCESS RESTRICTIONS

{1f yes, cite law(s) & requlation(s) l (1 RoRe [} STAT8~(|- PROBRAL-.{y1N unpxnnnnr
’ ‘ i G : : H)ﬁ " a}@ o
17. 1S AN IRDRY STSTEN USBD? (1f yes, explain briefly and [ 18. RECONNENDED RETEN?ION ) 155
describe any bardusre/softuare) | Retain for three'!years,’ thentdestroy i
us W : | ~ 3‘
C ] i | |
9. WANE AND TITLE OF PREPARER | 20. TBLEPHONE NUNBER ] | 2. DATR
Nikki Roros : 887-5557 . : 4-22-93 i

165 $30-4(REVISED 2/87)

A




EXECUTIVE OFFICE

MINORITY AFFAIRS COMMISSION

l [
ihstructions TYPE OR PRINT A | DEPARTNENT OF GENERAL SERVICES | AGERCY  RECORDS  INVENTORY
SEPARATE PORM FOR BACH NEW OR I RECORDS MANAGRNENT DIVISION |
REVISRD RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD | )
WITH RECORDS RETENTION SCHEDULE | P.0. BOX 275 [ PAGR ¢ OF 9
| JRSSUP, MARTLAND 20794 |
f I
1. DEPARTMENT/AGENCY [ 2. DIVISION | 3. UNIT
, I I
I

I

DEFINITION - RECORD SERIBRS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIBS TITLR

SPECTAL ACCOUNTING RECORDS

) EARLIEST YEAR/

e

I
I
I
I

§. RBCORDS SERIRS DESCRIPTION {Briefly describe the types of information/documents/foras found in the series,

Include the purpose or function of the series)

Files contain Audit Reports (internal or external,

financial or program).

7. RECORDS SERIES FORMAT(S)
W LETTER S1ZE [] MICROFILN

(| LEGAL SIZR [} CONPUTER TAPE

. (] BOUND BOOK  {] PLOPPY DISK

[] AUDIO TAPE  [] VIDEO TAPE

1] OTHER {SPECIFY)

8. RECORDS SERIES SEQUENCE

FILE DRAWER(S)
NICROFILN REEL(S)
COMPUTER TAPB(S)
OTHER{SPECIFY)

FILE DRAWER(S)

I I
| | 9. VOLUKE
| [] ALPHABRTICAL | 1
| : I [
| (| NUNBRICAL I (1
A - | TNUMBER |}
pq/EHRONOLOGICAL |
| 10. VOLUME
[ GROGRAPHICAL |
I
|} OTHER {SPBCIFY) I |
. | T HUNBER

CONPUTER TAPR(S)

(1
[] MICROFILM RBEL (5)
(1
(] OTHBR(SPBCIFY)

11.FILE IS USED

(] DAILY {] WEEKLY

|
12. FILE BRCOMES INACTIVE
(4 NORTHLY
NUMBER

AFTER

[] HONTH(S)

II’I;;ARISI

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOK)

IS RECORDS SERIES DUPLICATED ELSEWHERE?
(4/1&8 {] N0 (If Tes, Specify Agency or Office)

I
I
|
I
I
[T
|
I
|
|
I

Poance.
15. ACCRSS RESTRICTIONS [} 9Es b{’io 16, AUDIT REQUIREMENTS
(If yes, cite law{s) & requlation(s) ) RONE [] STATR |[] PEDERAL [4’TibEPBNDENT
|
17. 15 AN INDEZ SYSTEM USRD? (If yes, explain briefly and | 18. RECOMMENDED RBTENTION )
des[clrlyl;: any h[sr/d;;re/son“re) lI Retain one (l) coDy* %rmanently for
' eventual transfer to the State Archives.
I .
I
. | | I
.9, NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 2. DATB
Cvey, ,
Nikki Roros ' : 4-22- 93

| 887-5557

DGS 550-4(REVISED 2/87)




Instructions TYPR OR PRIRT A DEPARTNENT OF GENERAL SERVICES

GERES AGBNCY  RBCORDS  INVENTORY
SEPARATR FORN POR RACH NEW OR RECORDI MARAGENERT DIVISION

I
I
l Gt
REVISED RRCORDS SERIES. PORWARD | 7215 WATRRLOD ROAD
|
I
[

ey —— e — — —

WITH RECORDS RRTENTION SCHRDULR P.0. BOX 275 PAGR ; OFo
JESSUP, WARTLAND 20794
1. DRPARTNBKT/AGBNCY 1. DIVISION | 3. ORIt

EXECUTIVE QOFFICE | MINORITY AFFAIRS COMMISSION |

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

l
{. RECORDS SERIES TITLE : | § !ARLIE;T TEAR/LATEST 1RAR
| | _FNegerXt
FIXED ASSETS FILE : | zgl"_—’

6. RBCORDS ssms DBSCRIPTION (Briefly describe the types of information/docusents/forms found in the series,
Include the purpose or fumction of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms) -

Surplus forms (office forms)

Transfer Forms (office forms)

|
1. CQRDS SERIBS FORMAT(S) | 8. RRCORDS SRRIRS SRQUEHCE | 9. VOLUNR
ETTER SI28 {) MICROFILN | [} ALPBABBTICAL | Ak+/1iix DRAWBR(S)
I | [] MICRORILN RERL(S)
{} LBGAL SIZE  {] COMPUTER TAPE | [} RUMBRICAL | g {1 COMPUTER ?APR(S)
| | WOMBER [} OTHER(SPECIFY)
{1 BOUND BOOK  |] PLOPPY DISK | l}’E;ROROLOGICAL |
| | 10. VOLUNB
(| AUDIO TAPR || VIDRO TAPS | {1 GROGRAPHICAL | 14/(11.: DRANER(S)
| | |} MICROFILN REBL (S)
{} OTHER {SPRCIFY) | (] OTHER (SPRCIFY) | [] COMPUTER TAPR(S)
| | RURBRR  [] OTRER(SPBCIFY)
| | |
11.FILR IS USED | 12, PILE BRCOMRS INACTIVE AFTER
[] DAILY [ WEBRLY 71/;ONTHLY | {1 MOR?H(S) W TBAR(S)
| NUNBER _
. |
13. CURRENT LOCATION(S} (BLDG.,PLOOR,ROON) | 10, IS SRCORDS SRRIES DUPLICATED BLSEWHERE?
| 183 .{] O (If Ves, Specify Agency or Office)
: (L@/ﬁ:ZZZLéZ/’,»<{2>Leéiagfuaz-:zﬁZLal<77u¢q~/ .
15, ACCESS MSTAICTIONS () 185 b¥O | 16. AUDI? RRQUIREMENTS: ;ﬁb Ve Ty g ;
(1f yes, cite lan{s) & regulation(s) | noRe (| sms l PEDER i f INDEP Bﬁ‘b'g ;‘

} <3y . B
W

17. 1S AN INDBY S7STRM 0SED? (1f yes, explain briefly and
describe any hardpare/goftware)

k)

18, ALCONNENDED RETiRTi0N o
Retain fixed ass?t Printout for one year,

|
|
| then dest
(] 188 (¥ Ho | en destroy AVLB3IA TR 8

| Retain all othertcomﬁigézd }%rﬁgi?br tﬁree
| vyears, then destroy.
|

I | |

9. NAME AND TITLE OF PREPARER | 20. TELEPHONB NUMBER | 21. DATR:
| |
Nikki Roros | 887-5557 | 4-22-93
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1. DEPARTMENT/AGENCY 2. DIVISION 3, UNIT

t l

l I

| I

I |

WITH RECORDS RETENTION SCHEDULE | P.0. BOX 215 | PAGB_8 OF9

- | l

| |

I !

l I

I

EXECUTIVE OFFICE 'MINORITY AFFAIRS COMMISSION

DEFINITION - RECORD SERIES A group of related records norsally filed and used as a unit for reference as well as
retention and disposition purposes

- I
4. RECORDS SERIES TITLE ’ | 5 BARLIEST YBAR/LATEST YBAR
PUBLICATIONS HISTORY FILES : [28f 1 é 20275
. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.

Include the purpose or function of the series)

This file contains (1) one copy of each publication produced by the agency.

7. RECORDS SERIES FORMAT(S)
LETTER SIZE [] MICROFILM

8. RECORDS SERIES SEQUENCE
ALPHABETICAL

3. VOLUME
LI FILE DRANER(S)
[] MICROPILK REEL(S)
[] CONPUTER TAPE(S)
NUNBER  [] OTHER(SPECIFY)

. {] LEGAL SIZE [] COMPUTER TAPE [] NUMERICAL

{] BOUND BOOK [] PLOPPY DISK

10, VOLUNE
(/FILE DRAWER(S)
(] MICROFILM REEL (5)

[} COMPUTER TAPE(S)
NONBER [ ] OTHBR(SPBCIFY)

(] AUDIO TAPE {] VIDEG TAPE {1 GEOGRAPRICAL

(] OTHER (SPECIFY) {1 OTHER (SPECIFY)

I
|
|
ll
(] CHRONGLOGICAL | |
l
I
l
I
|
|

11.FILE IS USED
{] DAILY [] WEEKLY k}’ﬁONTHLY

12. FILE BECOMES INACTIVE AFTER

(] NONTH(S)  //¥BAR(S)
unxnkn

{] 1BS Ll’io (If Yes, Specify Agency or Office)

15. ACCESS RESTRICTIONS [] 188 {J’&O
{If yes, cite law(s) & regulation(s)

16, AUDIY, REQUIRENEN?S
RRONE (] STATR (] PEDERAL.-(] INDBPENDENT

-~

l
|
I
|I
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON| | 14, IS RECORDS SERIES DUPLICATED ELSEWHERE?
|
I
I
I
|

I

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18, RECOMMENDED RETENTION
Retain permantly for eventual transfer

|
ll
[] vES f¢/N° : to the Archives.

|
|

| | |

9. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMBER | 21. DATE
l } 4-22-93

Nikki Roros | 887-5557

DG5S 550-4(RBVISED 2/87)




EXECUTIVE OFFICE

MINORITY AFFAIRS COMMISSION

I I
Instructions TYPR OR PRINT A | DEPARTHENT OF GEWBRAL SERVICES | AGENCY  RECORDS  INVENTORY
SEPARATE PORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION |
REVISED RECORDS SERIES. FORWARD I 1215 WATERLOO ROAD |
WITH RECORDS RETENTION SCHRDULE I P.0. BOX 275 | PAGE 9 OF 9
| JESSUP, MARYLAND 20794 |
I [
'1. DEPARTMENT /AGENCY | 2, DIVISION | 3. UNIT
I I
I

DEFINITION - RECORD SERIBS A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

4. RECORDS SERIES TITLE

Case Files

5 EARLIEST YEAR/LATEST VEAR

I
|
: 1998 1

6. RECORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
Include the purpose or function of the series)

These files are arranged alphabetically by project/event name.
not limited to all related correspondence,
or event.

Community project,

program,

notes,

plans, etc.

They contain but are
rélatéddtboeach Minaority

7. RECORDS SERIES FORMAT(S)
kY'LETTER SIZE [) MICROFILM
[} LBGAL SIZR [] COMPUTER TAPE

{] BOUND BOOK  {] PLOPPY DISK

{] AUDIO TAPR  [) VIDRO TAPE

{] OTHBR (SPBCIFY)

8. RECORDS SERIES SEQUENCE
{] ALPHABRTICAL

Ii/ﬁUKERICAL

(] CHRONOLOGICAL
{] GEOGRAPHICAL
(] OTHER {SPECIFY)

COMPUTER TAPE(S)
OTHER{SPRCIFY)

NUMBER

|

| 9. VOLUME

| [] FILE DRAWER(S)

| {] MICROFILK REBL(S)
I I [] COMPUTER TAPE(S)
| "NUNBER |] OTHBR{SPECIFY)

|

| 10. VOLUME

| FILR DRAWER(S)

I

|

|

]
(] MICROFILM REEL {5}
il* [{

11.FILE IS USED

[} DAILY (] WEERLY

h/HoNTHLY

12, FILB BRCOMES

NUMBER

INACTIVE AFTER
[} NONTH(S)

HAQAMSI

13, CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM|

14, IS RECORDS

ERIES DUPLICATED BLSEWHERE?

I
|
I
I
I
I [1 ¥8s
|
|
I
I

N0 (If Yes, Specify Agency or Office)
15, ACCESS RESTRICTIONS [I/ﬁis [} N0 16. AUDIT/REQUIREMENTS
{1t yes, cite law(s} & requlation{s] NONR [] STATE []| FEDBRAL {] INDEPBNDENT

17, IS AN INDEX SYSTEM USED? {If yes, explain briefly and

describe any hargware/software)
[} eS8 N %o

16. RECONMENDED RETENTION * Scrggn, qnnesily: and !

destroy that material no' lTonfér~needtd for

current business.

Directives, policies

and policy that illustrate the development

of the agency,

retain permanently for

I
|
I
I
|  and other material related to the planning
|
|
I

eventual trapsfpr|fn the Archives

.. NAME AND TITLE OF PREPARER

Nikki Roros

| 20. TELEPHONE NUMBER

887-5557

(4] X
‘-v:}\, MR N

| 21, DAty oo Ie:
|

' 4-22-93

DGS 550-4(REVISED 2/87)




